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What is  the function of the Division and the Office in which this record series is created? 
.~ I .%, . I. - .  . ~~. .-t , : . : ' ~  I. Division and 0ffic.q Function . . 

1. Agency Address 

Georgia Department of Labor 
Correctional Services 
501 Pulliam, SW ' IBEW Building Date Received Date Completed 

FOR RECORDS MANAGEMENT USE 

Application Number .. f3\- 31 \ 

m e  Employment, Training, hd'Plannin4 Division operates the-publie Employment 
Service, conducts training and placement'under CETA and special programs such as 
the Work Incentive Program, serves as the State Labor resources planner, and the 
Governor's designee as Prime Sponsor for CETA for the Balance of State areas. 

Correctional Sekvices deveiops and supervises inmate and ex-of fender programs 
designed to improve the offender's chances of employment, including pre-trial 
diversion to prevent individuals from going into the criminal justice system. 
Correctional Services reports directly to the Deputy Director of-~the %EmplaW-ent., % :< 
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7. Record Series  description^ . ': ' ' . This file contains the'following documents (include form numbersand titles, if any): . . ,  -I >. ,,, Attach samples of the file. .. 
D~~~~~~ relating to: pre-trial diversion out of the criminal justice system for; first-time 

felons and misdemeanor offenders 

I. Dates of Series 
Earliest Latest 

Includedare: participant agre+ent to rules and regulations of program, jail release, 
pyschological profile and reports, behavior Change plan, narrative report, 
employability development plan, case progress record, and termination record. 
Not all of these documents are in each case and the format of some of these 
documents may vary. 
restitution, rehabilitation, and usually counseling and training. 

The case file substantively contains a story of 

5. Records Series Title ( f o l l o d  by title used in office; if different) 

Fileisarranged: by diversion center, thereunder by diversion case n m e r  

L 

3. Monthly Reference Rate How often are records referred to which ate: 
One to six months old 20 ; Seven to twelve months old 20 ; Thirteen to twenty-four months old lo 
twenty-five months and older 2-5 ? 

3. Annual Rate of Accumulation of Records 
Letter-size drawers t ; Legal-size drawers ; Shelves ; Other ($p&-jfy) ca. 12-15 Cf @ yr. 

(Over1 ESA-144 (3180) 
(AR-50-711 
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'ESI NO I 10. Questionnaire (Plece an " Y i n  thepmpercolumn) ~~~ ~ ~~~~ 

I 1 a. Is this the official CODY of the series? 

11. Retention Requirements The following requires the series to be kept: 

a. State Law .b years. 

b. Statute of limitation 4 l  years. 

d. Audit period years. 

e. Administrative need years. 

c. Federal Law years. f. Federal retention instructions years. 

Attach copy or exwrt of laws or regulations. Explain administrative need. . .  . : 

Statute of Limitations for felony cases 'limited to four years except in capital crhes. 
r .  

.. \ P 1- 'Georgfa ,Co4e1'2f~6'61 'arid the Georgia Employment Security Law ~i : -! - 
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12. Approved Disposition Instructions :This agency rekrnmends that the file series be cut off a t  the end of each: . . 

. . . .  then. ...... . ,  0 C;i:andar Yeer; 0 Fiscal Year; . .  -,p Other . . .  
. .  - 
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. .  . .  
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year(s); then-. ~I ': ~ . ,  ~. 
, .  

monthls) # Hold'in the current 'files area- *, ' 24 

2 
D Transfer to 'lo&I *&Iding-aGa; hold. 

BDestroy. all but sample. ,~(S!+e Note) 
Transfer to State Archives for permanent retention. For years ending in 1 and 6, sample &Y one Cubic 
Other (Specify) 

.. . ,  
a r : yea&); the; 

~. , BTransfer to~state Records Center; hold <, vedris); then '. . .  
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foot of consecutive case files, and transfer to the 
S*ate Archives; destroy all else. 
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